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1. Purpose 
 

1.1 To reaffirm and communicate the City of San Diego’s commitment to the principles of equal 
opportunity and to a work environment free of discrimination and harassment. 

 
1.2 To establish procedures for effectively handling reports of potential violation of the City’s 

Equal Employment Opportunity Policy when such reports are brought forward within City 
departments, and to ensure that reported issues are resolved in a prompt, appropriate and 
consistent manner which supports and promotes the well being of employees as well as 
business needs of the City. 

 
(Reports of EEO Policy violations which are filed with the Personnel Department’s Equal 
Employment Investigative Office will be handled pursuant to Personnel Manual Index Code 
K-2.  See Section 6.1 for additional reporting options available to employees). 

 
2. Scope 
 

This policy shall apply to all employees in the City of San Diego, including contract employees and 
volunteers. 

 
3. Policy 
 

The City of San Diego’s Equal Employment Opportunity Policy is incorporated into this 
Administrative Regulation by reference as if fully duplicated at this point. 

 
 
 
  
Authorized 

 
 
            (Signed by Michael T. Uberuaga)                   (Signed by Rich Snapper)               (Signed by Casey Gwinn) 
______________________________________________________ ________________________________________________________ __________________________________________________ 

          CITY MANAGER       PERSONNEL DIRECTOR         CITY ATTORNEY 
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4. Definitions 
 

Equal Employment   A senior staff member identified by the department head  
Opportunity Liaison (EEOL)  who serves as a departmental/divisional liaison with the City=s 

Employee Development Program, Personnel Department=s 
Equal Employment Investigative Office (EEIO), and the City-
wide Equal Employment Opportunity Committee (EEOC), who 
has received specific training in both the City’s EEO policies 
and procedures, and in completing effective fact finding 
investigations. 

 
Employee Development  Managerial Program within the Competition and Organization 
Program (EDP)   Effectiveness Program which coordinates City-wide EEO 

training, complaint tracking and resolution issues, in 
conjunction with the Personnel Department, Labor Relations 
Office and the City Attorney’s Office. 

 
Equal Employment   Committee composed of representatives from the Labor Rela- 
Opportunity Committee  tions Office, the City Attorney’s Office, Equal Employment 
(City EEOC)    Investigative Office, Employee Development Program, and 

representative managers from operating departments, which 
meets on a periodic basis to review and recommend changes in 
the City’s EEO policies and procedures. 

 
Equal Employment   Located within the Personnel Department, this office is  
Investigative Office   responsible for the administration of the City’s internal 
(EEIO)     program for the investigation and resolution of complaints or 

charges of unlawful discrimination based upon Title VII of the 
Civil Rights Act of 1964.  The EEIO acts as the City’s liaison 
and primary contact with all Federal and State compliance 
agencies.  As such, it is the duty of the EEIO to officially 
receive and process formal complaints lodged by the agencies; 
investigate and respond to such complaints; arrange and 
schedule employee interviews and provide access to relevant 
records when requested by the state or federal agent or officer; 
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Equal Employment   and to receive and respond to any findings of fact presented by 
Investigative Office   the compliance agencies as a result of their investigation.  In 
(EEIO) (continued)   addition, the EEIO receives internal complaints directly or 

indirectly from applicants for City employment, employees, 
former employees, and employee representatives. 

 
Deputy Director   For this A.R., “Deputy Director” shall mean all positions given 

the Appointing Authority responsibility generally exercised by 
the head of a division, or major sub unit, within a department. 

 
Supervisor    Any employee who has authority to undertake or recommend 

employment decisions, including authority to direct the daily 
work activities, review work performance, and recommend or 
implement disciplinary actions affecting one or more City 
employees.  This includes first level supervisors and above. 

 
Complaint (or Report)   An allegation of potential violation of the City’s EEO Policy, 

as documented on an EEO Report Form (see EDP-100). 
 

Complaint (or Reporting  An individual reporting a potential violation of the City’s EEO 
Employee)    Policy. 

 
Subject Employee   An individual who has allegedly violated the City’s EEO 

Policy. 
 
5. Responsibility 
 

5.1 Employee Development Program (EDP) 
 

The EDP is organizationally located within the Financial, Organization Development and 
Management Services Business Center and has overall responsibility for coordinating 
departmental efforts to record, resolve and prevent violations of the City’s EEO Policy.  This 
responsibility is similar to, but distinct from, that of the Personnel Department’s EEIO in that 
the focus of the EDP is on violation of the City’s EEO Policy, while the EEIO investigates 
complaints of discrimination in violation of State and Federal law. 
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It is the responsibility of the EDP to ensure the annual review and distribution of the City’s 
Equal Employment Opportunity Policy to all City employees. 

 
The EDP will coordinate the periodic review and modification of these procedures with the 
City Equal Employment Opportunity Committee. 

 
The EDP will also serve as the coordinating agent regarding EEO training and prevention 
programs for departments.  Such coordination will include the review of EEO training 
programs developed by departments, and providing for the appropriate mechanisms necessary 
for accurately tracking training presentations and attendance. 

 
In conjunction with the Personnel Department’s EEIO, the EDP will periodically review 
complaint filings on a regular basis to identify potential areas of concern with regard to the 
timeliness of investigation and the resolution of complaints by departments. 

 
The EDP will also review the appointment of the Equal Employment Opportunity Liaisons to 
ensure that the EEO Liaison’s role is clearly defined within the department or division and 
consistent with the scope and intent for these liaisons, as herein delineated. 

 
5.2 Equal Employment Opportunity Committee (City EEOC) 

 
The EEOC will serve as the City’s working body for the review of City-wide EEO policies 
and procedures.  This committee will meet regularly to discuss changes in federal and state 
EEO law and their impact on City procedures and policies; will review unique or atypical 
EEO complaints and investigations to ensure procedural issues are adequately addressed; will 
review the impact this Administrative Regulation has on improving the City’s EEO complaint 
resolution efforts; and will educate and inform departmental and divisional EEO Liaison’s on 
EEO issues. 

 
5.3 Labor Relations Office 

 
The Labor Relations Office will serve as an additional resource regarding individual or City-
side EEO policy issues. 
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5.4 Personnel Department - Equal Employment Investigations Office (EEIO) 

 
It is the responsibility of the Equal Employment Investigations Office to record, track, and, in 
conjunction with EDP, periodically review complaint filings to identify potential areas of 
concern with regard to the timeliness of investigation and the resolution of complaints by 
departments.  (Additional responsibilities of this office are outlined in Personnel Manual 
Index, Code K-2.) 

 
5.5 City Attorney’s Office 

 
The City Attorney’s Office shall review and disseminate, on an ongoing basis, any changes to 
the statutory requirements concerning EEO issues.  The City Attorney’s Office shall also 
review new cases interpreting the statutes.  Any changes in the laws will be brought before the 
EEO Committee, which will review such changes and recommend necessary City-wide policy 
revisions. 

 
5.6 Deputy Director 

 
The Deputy Director shall be responsible for ensuring that individual reports of potential EEO 
Policy violations are processed and resolved consistent with this regulation.  In addition, 
Deputy Directors will be accountable for monitoring patterns of complaints within their areas 
of responsibility and for ensuring that steps are taken to address potential violations on a 
preventive basis. 

 
5.7 Equal Employment Opportunity Liaison (EEOL) 

 
The EEOL serves as an EEO resource for the department or division head with responsibility 
for implementing and coordinating EEO discrimination and harassment prevention programs 
and training, and, as directed, for reviewing policy violations, within a department or large 
division.  The EEOL completes targeted training in the City’s EEO policies and procedures, as 
well as training in the effective and efficient completion of internal fact finding investigations. 
 As delegated by the Deputy Director, the EEOL reviews follow-up actions connected with 
complaints for consistency with City-wide EEO policies, and for thoroughness with regard to 
the completion of fact findings.  (See also Section 4, above.) 
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5.8 Supervisors 

 
Supervisors are required to monitor City workplaces for actual or potential violations of the 
EEO Policy and to take steps to stop actions contrary to these policies when they occur.  
Specifically, supervisors shall: 

 
1. use appropriate education and training measures to both inform employees regarding 

the City’s EEO Policy, and to ensure that employees are aware of the procedures for 
reporting potential policy violations; 

 
2. stop behavior in violation of the City’s EEO Policy when directly observed or upon 

direct knowledge of; 
 

3. ensure that instances of actual or potential EEO Policy violations are reported as 
outlined in Section 6, below; 

 
4. manage the effect in the workplace of EEO Policy violation reports by maximizing 

confidentially, insofar as practical, regarding the allegations, the complainant and 
other identified individuals; and 

 
5. ensure that individuals involved in EEO investigations, either as the complainant, 

subject employee, or as a witness, are not subjected to direct or indirect retaliation. 
 

5.9 Employees 
 

It is the City’s policy that employees must set an example of acceptable conduct and will not 
participate in or provoke behavior that is discriminatory, harassing, or retaliatory.  Employees 
who observe or feel they have been subjected to conduct in violation of the City’s EEO Policy 
should report these as outlined in Section 6.1, below.  In addition, employees are responsible 
for maintaining confidentiality when they participate in a complaint process as a witness, 
subject or complainant. 
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6. Procedure 
 

6.1 Report Origination 
 

If an employee believes that a violation of the City’s EEO Policy has occurred, she/he is 
encouraged to report these instances immediately to any of the following (the employee does 
not have to follow the departmental or divisional chain of command): 

 
a) The employee’s supervisor; 

 
b) Another supervisor within or outside the employee’s “chain-of-command” 

 
c) The employee’s Equal Employment Opportunity Liaison, Deputy Director, or 

Department Head 
 

d) The departmental Human Resources or Equal Employment Opportunity office, if any 
 

e) The City Labor Relations Office (619) 236-6313 or Employee Development Program 
(619) 235-5802. 

 
f) The Personnel Department’s Equal Employment Investigations office, at: 

 
1200 3rd Avenue, Suite 1501 
San Diego, CA 92101 
(619) 236-7133 

 
The time frame for filing a complaint is one year from the most recent incident. 

 
g) The State of California Department of Fair Employment and Housing (DFEH), at: 

 
350 West Ash Street, Suite 950 
San Diego, CA 92101 
(800) 884-1684 

 
The time frame for filing DFEH complaints is one year from the date of the most 
recent alleged act. 
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h) US Equal Employment Opportunity Commission (US EEOC), at: 

 
401 B Street, Suite 1550 
San Diego, CA 92101 
(619) 557-7235 

 
The time frame for filing US EEOC complaints is generally 300 days from the date of 
the most recent alleged act. 

 
If the employee reports possible violations to any of the individuals in 1-5 above, the 
complaint procedures listed in this section shall apply.  Complaints filed with the Personnel 
Department’s Equal Employment Investigative Office will be subject to procedures detailed in 
Personnel Manual Index Code K-2.  Complaints filed with the DFEH or US EEOC will be 
subject to procedures of the respective agencies. 

 
The ability to complete an effective and thorough investigation is in part dependent upon the 
length of time between the alleged act and when it is reported.  As a result, employees who 
report violations to any of the individuals in 1-5 above are strongly encouraged to do so 
within 60 days of the most recent alleged act. 

 
6.2 Complaint Intake 

 
Supervisors (or EEO Liaisons if reported to that individual) shall complete and forward to 
their Deputy Director, an Equal Employment Opportunity Report Form in any of the following 
instances: 

 
a) an employee expresses a desire to file a complaint of potential EEO Policy violation; 

or 
 

b) discussions with an employee leads the supervisor to believe that an EEO Policy 
violation with regard to workplace harassment may have occurred, whether or not the 
employee wishes a complaint filed. 

 
c) a supervisor determines that observed employee behavior is one which is contrary to 

City’s EEO Policy and which will likely lead to written discipline. 
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Instructions on proper Report Form completion and routing, including key information to be 
aware of when taking an employee report, are found on the back of the form. 

 
When completing the EEO Report Form, the supervisor shall also inform the complainant of 
the alternate reporting avenues listed in 6.1; advise the employee that confidentiality will be 
maintained to the highest degree possible, but cannot be guaranteed; advise the employee of 
his/her responsibility to protect confidentiality; inform the employee that she/he will be 
officially notified of complaint results; and emphasize that if the employee feels she/he is 
being retaliated against, she/he should notify any of the individuals listed in 6.1 above 
immediately.  These points are summarized on the employee’s copy of the Report Form 
Receipt, (see EDP 100A) which the supervisor and employee shall sign for the record. 

 
All complaints received shall be held in strict confidence to protect individual privacy rights 
and the reputations of those involved, and will be shared only with individuals who have a 
legitimate operational responsibility for investigating or resolving the issues identified. 

 
6.3 Report Form Review and Delegation for Action 

 
The Deputy Director shall review the EEO Report Form and determine what, if any, additional 
action will be taken (e.g. formal fact finding) including by whom and when.  The Deputy shall 
route a preliminary copy of the EEO Report Form to the EEIO through confidential 
transmittal, and refer, if appropriate, the reported issue(s) to the delegated staff member for 
follow-up action, to be completed within 60 days absent extenuating circumstances. 

 
The EEO Liaison, or other comparable management designee, shall review the final results of 
any investigatory or follow-up action for thoroughness and consistency with established EEO 
polices, procedures and Citywide investigatory practices.  (For actions involving formal fact 
finds, refer to the Dimensions in Discipline training manual, which outlines appropriate 
procedures for effectively completing these types of investigations.) 

 
Upon the conclusion of the follow-up action, notification is made to the Reporting and Subject 
employees that the preliminary investigation, or follow-up action, has been completed.  (No 
Report Determination information, such as that outlined in 6.4.1, is shared at this time.)  The 
Subject and Reporting employee are also notified that they will be informed of final 
determination subsequent to any disciplinary action and appeal, within an additional 60 days. 
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6.4 Report Determination and Close-Out 

 
6.4.1 Upon conclusion of the disciplinary process and appeal, if any, the Deputy Director 

shall record the final determination of the complaint on the Report Form, based on the 
following classifications: 

 
Unfounded     The alleged act(s) did not occur. 

 
Not Sustained   Follow-up investigation could not clearly prove or 

disprove the allegations 
 

No Violation   Alleged act(s) did not violate any City Policy 
 

Violation of City/  Alleged act(s) occurred and some or all violate the 
Dept. EEO Policy  City/Department EEO policies. 

 
Violation of City/  Alleged act(s) occurred, and some or all violate non- 
Department Policies  EEO policy(ies). 

 
 
  6.4.2 The Deputy Director or his/her designee will ensure that the Reporting and Subject 

employees are notified of the final determination of the complaint, based on the 
classifications above.  The date of notification and the signature of the individual 
performing the notification shall be recorded on the EEO Report Form. 

 
In the event of discipline, notification of the final disciplinary action can serve as 
notification to the relevant employee regarding complaint disposition.  Simply record 
this fact on the form (e.g., “Notification per Written Reprimand 6/30/00”). 

 
6.4.3 The Deputy Director shall ensure that appropriate disciplinary measures are taken 

against any employee who violates the City’s EEO Policy or procedures.  The final 
action(s) resulting from the complaint (e.g., reprimand, counseling) is recorded on the 
complaint form. 
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6.4.4 The Deputy shall designate appropriate follow-up contact with the complainant, 

witness, or others who may have participated in any investigation, to ensure that direct 
or indirect retaliation has not taken place.  Follow-up action(s) to be performed are 
recorded on the Report Form in the space provided.  The original form is then signed 
by the Deputy Director and forwarded to the EEIO for records retention. 

 
6.4.5 Individuals who, in connection with filing a report, or who, in any subsequent 

investigation, assert facts known to be false, or who assert facts with a willful 
disregard for whether or not they are true, shall be disciplined for misconduct. 

 
6.5 Records Maintenance 

 
The Personnel Department’s Equal Employment Investigative Office (EEIO) shall maintain a 
record of Report Form filings by reporting employee, subject employee, complaint basis, 
department/division, final determination, and resulting discipline, if any.  The EEIO shall 
maintain these records in such a fashion that a list of Report filings whose final determinations 
have not been completed within 120 days shall be forwarded to the respective department 
heads to ensure prompt completion, absent extenuating circumstances.  This 120 day period is 
defined as the time between the date of report filing and notification to the Reporting 
employee of the final complaint determination. 

 
The EEIO, jointly with the EDP, will periodically review incoming EEO Report Form filings 
and bring forward to departments any specific issues regarding these filings, based upon the 
circumstances surrounding individual policy violations or violation trends. 

 
The EEIO will maintain the confidentiality of EEO Report Form records by releasing 
information only at the request of Department heads, Deputy Directors, the EDP, or 
appropriate designees for good and sufficient cause. 
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APPENDIX 

 
Attachments 
 
Equal Employment Opportunity Policy 
 
Forms Involved 

 
Equal Employment Opportunity Report Form (EDP-100) 
Equal Employment Opportunity Report Form (EDP-100A) 
 
Reference 
 
Civil Service Rule XVI - Discrimination Complaints 
Personnel Manual Index Code K-2, Discrimination Complaint Procedures 
“Fact Finding Investigations” - Dimension in Discipline Manual 
 
Subject Index 
 
Personnel 

Equal Employment Opportunity Policy and Complaint Resolution Procedures 
 
Administering Department 
 
Employee Development Program 
 
 
 



 



 



 

 


